
Critical Schedule Alteration Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of a critical alteration to our travel 

schedule that has arisen due to [briefly explain reason, e.g., unforeseen circumstances, changes in 

itinerary, etc.]. 

The details of the affected travel schedule are as follows: 

• Original Departure Date: [Insert Original Departure Date] 

• New Departure Date: [Insert New Departure Date] 

• Original Return Date: [Insert Original Return Date] 

• New Return Date: [Insert New Return Date] 

• Flight Details: [Insert Flight Number and Details] 

• Accommodation Changes: [Insert Accommodation Information] 

We understand that this alteration may cause inconvenience and we sincerely apologize for any 

disruption this may cause to your arrangements. We are here to assist you in navigating these 

changes and ensuring a smooth transition. 

Please feel free to reach out to us at [Insert Contact Information] if you have any questions or 

require further assistance. 

Thank you for your understanding. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


